2004 CDBG Administrative Manual Index
-A-

Accounting System for CDBG, I11-27

project activity ledger, 111-28
Acquisition (Chapter 1X)

appraisals, 1X-3

donation, 1X-2

easement brochure, 1X-20

HUD acquisition brochure, 1X-14

just compensation, 1X-4

negotiation, 1X-4

permanent easements, 1X-2

procedures, 1X-2

title transfer, 1X-5
Addendum procedure (Contract Mgmt), VIII-8
Administration — See Grant Administration
Affidavit of Wage Restitution, VI-12
Affirmative Action

employment opportunities, V-2
Alternative Deductibles, V111-8
Amendments — See Contract Amendment
Analysis of Impediments to Fair Housing Choice, V-8

activities for Grantees, V-9
Anti-Lobbying Certification, VI11-52, V111-84
Applicant Summary Sheet (ED), XI-11
Appraisals, 1X-3
Audit Requirements, X-3
Authorized Signature Cards (SFM01)

instructions for, 111-6

blank form, 111-8

sample form, 111-9
Automated Clearinghouse Form

blank form, 111-12

instructions for, 111-7

-B-

Bids
advertisement for, VI11-55
opening after final publication, VII-7

Bid Packet for Construction Contracts Sample Forms, VI1I1-54
advertisement for bids, VI11-55



C-

anti-kickback act, VI111-118

anti-lobbying certification, V111-84

appendix 1, summary of civil rights law, executive orders, & regulations, VI11-138
bid bond, V111-60

bid for lump sum contracts, VIII-61

bid for unit price contracts, VI11-63

bidder Section 3 plan format, VI11-72

bidder qualifications, VI11-65

bonding and insurance requirements, V111-59

CDBG Contractor’s Certification Concerning Labor Stds & Prevailing Wage, VI111-78
CDBG General Conditions, VI11-95

CDBG Subcontractor’s Cert. Concerning Labor Stds & Prevailing Wage, V111-82
certificate of owner’s attorney, VI11-94

certification by proposed subcontractor regarding EEO, VI111-80

certification by proposed subctr regarding Section 3 & segregated facilities, V111-82
certification of bidder regarding equal employment opportunity, VIII1-67
certification of bidder regarding Section 3 and segregated facilities, V111-68
contract, VI11-92

Federal labor standards provisions (HUD-4010), VI11-115

HUD supplemental conditions, VII1-124

information for bidders, VI111-56

information regarding the use of Minority and Women’s Business Enterprises, VII1-69
payment bond, VI11-89

performance bond, VI11-86

Table A Bidder’s Proposed Section 3 Contracts/Subcontracts, VIII-74

Table B Bidder’s Section 3 Estimated New Hires, VI11-75

Table C Bidder’s Section 3 New Hires Report, VIII-76

Table D Contractor’s Section 3 Business Utilization Report, VIII-77

Categorically Excluded Projects, 1V-2
Certificate of Owner’s Attorney

instructions, VII1-2
sample form, VI1I1-94

Citizen Participation (Chapter II)

public hearings, 11-3
requirements, I1-1

Civil Rights (Chapter V)

complaint processing, V-11, V-18

equal employment opportunity, V-2, V-13

executive orders and regulations, V-13

organizations handling discrimination complaints, V-18

Close-out (Chapter X)



audits, X-3
economic development close-out form, X-13
public hearing, X-3
required forms, X-2
report, X-6
types, X-2
Combined Notice for No Significant Impact and Request for Release of Funds, 1VV-30
Combined Pre-selection (procurement)
request for proposals, VI1I-14
request for qualifications, VII-15
sample contract professional services, VI11-25
sample contract engineering/technical services, VI11-42
Competitive Bidding, VII-1
Complaint Process (civil rights), V-18
Compliance, Labor Statement of, VI-22
Conflict of Interest, 1-44
Contract Amendments
blank form, 111-37
instructions for, 111-35
sample form, 111-36
Contract Management (Chapter VI1II)
addendum procedure, VI11-8
advertisement for bids, VI11-55
alternative deductibles, VI11-8
amendment procedure, VI1I1I-8
anti-lobbying certification, VI111-52, VI111-84
bid bond, V111-60
civil rights inclusions, VII1-2
common rules for all contracts, VIII-7
general conditions, VI11-95
general contract content list, VI11-2
good standing with Secretary of State, VI11-9
grant agreement, VI11-10
grantee/subgrantee agreement, X11-13
intergovernmental agreement, VII1-14
license to do business in Missouri, VII1-9
negotiation, VI11-8
Section 3 plan format, VII1-72
Contract Samples
engineering & Technical Services, VII1-33
professional Administrative Services, VIII-17
combined pre-selection professional services, VII1-25



combined pre-selection engineering/technical services, VI11-42
Contract Negotiation, VI11-8
Contractor Certification, VII1-78
Contractor Compliance, VI-5
Construction Payment Bond, VI111-89
Construction Performance Bond, V111-86
Copeland Anti-Kickback Act, VI-1, VIII-118
CR-2 — Contract Solicitation Record, V-17
CR-4 — Contract/Subcontract Activity Report, V-20
filling out CR-4, V-21

-D-
Davis-Bacon Act summary, VI-1
Desk Review (Monitoring), 1-16
Debarred contractors, VI-5, VIII1-8
Designation of Depository (SFM02)
instructions for, 111-6
blank form, 111-10
sample form, 111-11
Disclosure Report, X-3, X-22
instructions, X-20
Discrimination, V-18
Donations, 1X-2
Drawdown of funds
percentage of Admin, I11-15

-E-
Easements, 1X-2
brochures, 1X-20
Economic Development (Chapter XI)
documenting national objective, XI-1
Economic Development Close-Out (ED/1 Form), X-13
Eligible Activities, X-26
Employment Status Statement, XI-7
sample, XI-8
Employment Summary Sheet, XI-9
sample, XI-10
Engineering/Technical Services Contract, VI111-33
Environmental Assessment Checklist, 1V-13
Environmental Assessment Review
instructions, 1V-4
Environmental Review (Chapter V)
exemptions, 1V-1



common acronyms, 1V-53
distribution list for environmental notices, 1V-32
federal regulations for, 1\V-54
floodplains and wetlands, 1V-51
general conditions and steps, 1V-1
intent to request a release of funds, 1V-29
laws and regulations, 1V-7
objections to release of funds, 1V-6
removal of grant conditions, 1V-35
Equal Opportunity — See Civil Rights

-F-
Fair Housing, V-8
annual furtherance actions, V-9
impediments — local activities, V-8
Files — See Project files
File Structure, 1-8
Financial Management (Chapter 111)
SFM-01 and SFM-02 forms, 111-8, 111-10
Floodplain Notices, 1V-51
Fringe Benefits (Labor), VI-13
Funding Approval, 111-5

-G-
Good Standing with Secretary of State, VII1-9
Grant Administration (Chapter I)

finance officer responsibilities, 1-5

grantee responsibilities, I-1

grant management, 1-2

hiring administrative staff, 1-3

project manager responsibilities, 1-5
Grant Agreement sample, 111-3, VI11-10
Grantee/Subgrantee Agreement, VI11-13
General Conditions (Contract Mgmt.), VI11-95

supplemental conditions, VI11-124

-H-
Historic Preservation (Section 106) form, 1V-37
confirmation letter, 1V-45
samples, 1V-39
HUD acquisition brochure, 1X-14

-1-
Intergovernmental Agreement, V111-14



Internal Monitoring, 1-7

-J-

Job Documentation (Economic Development)
employment status statement, XI-7
employment summary sheet, XI-9

Just compensation, 1X-4
determination of, 1X-25
waiver of, 1X-23, 1X-24

K-

-L-
Labor Compliance, Statement of, VI-22
instructions, VI-21
Labor Standards (Chapter VI)
contractor eligibility, VI-5
determining correct wage rates, VI-30
debarred contractors, V1I-8
heavy & highway rates vs. building rates, VI-3
obtaining wage determination, V1-2
owner/operator contractors, VI-4
request for wage determination, VI-9
requirements and procedures, VI-2
start of construction notification, VI-10
Labor Standards Provisions (Federal), VI11-115
Labor Standards Violations, VI-6
monitoring of, VI-7
Ledger, 111-30
License to do business in Missouri (Contract Mgmt), VI11-9
LMI Job Creation, XI-1
Local Match, 111-35
Low to Moderate Income (LMI)
documenting jobs for LMI persons, XI-5

-M-

MBE/WBE bidding requirements, VI11-69
MBE/WBE compliance requirements, V-3
Minority Business Participation Report, V-20
Missouri Prevailing Wage Law, VI-1, VI-24
Missouri Reciprocity Law, VII-6

Monitoring Checklists (Desk Review), 1-16

Vi



-N-
Negotiation
acquisition, 1X-4
with bidders, VI11-8, X111-8
Noncompetitive Proposals, VII-6
Notices
combined notice for no significant impact & request for release of funds, 1V-30
intent to request a release of funds, 1V-29
floodplains and wetlands, 1V-51
release of environmental requirements (private monies), 1V-36
removal of grant conditions, 1V-35

-O-
Owner/Operator and prevailing wages, VI-4

-p-
Payroll Forms, VI-20
how to complete, VI-16
Permanent easements, 1X-2, 1X-20
Pre-construction conference, VI-11
Pre-selection (combined) contract samples, VI111-25, VI1I1-42
Prevailing Wage Law, VI-24
Project Activity Ledger, 111-30
Project Administration — See Grant Administration
Project Files
internal monitoring, 1-7
requirements, 1-6
structure, 1-8
Procurement (Chapter VII)
ASCE Manual (engineering services) table, VII-10
bonding and insurance, VII-4
certificate to do business in Missouri, VI1-8
construction procurement, VII-7
evaluation/cost criteria ranking system, VI1-16
general procedures, VII-3
methods, VII-5
negotiation, VI1-8
professional services, VII-9
publishing bid advertisements, VII-7
request for proposal, VII-13
request for qualifications, VII-12
small purchases, VII-5
sureties, Dept. of Treasury’s List of Approved, VII-8, VIII-9

vii



Professional Services Contract, VI11-17
Program Income, 111-34
Program Income Form ED/4, XI-12
Property Management, 1-46

real property, 1-46

personal property, 1-46
Public Hearings —

schedule, 11-1

close-out, X-3
Public Hearing Notices, 11-3

_Q_

-R-
Record keeping, 1-6
Record retention, 1-6
Request for Funds Form (RFF)
blank forms, 111-17
instructions, 111-13
sample forms, 111-19
Request for Proposals, V1I-13
Request for Qualifications, VI1I-12
Request for Release of Funds and Certification (Environmental Review), 1V-33
Request for Wage Determination, VI-9
Responsible Parties, VIII-1

-S-
Sale of property, 1-46
Section 3 objectives, V-2
Section 3 target goals, V-3
Section 106 Historic Preservation Form, 1V-37
samples, 1V-39
Section 504/ADA Compliance — CDBG Model, V-5
SFMO1 (Signature form), 111-8, 111-9
instructions, 111-6
SFMO02 (Designation of Depository form), 111-10, 111-11
instructions, 111-6
Small Purchases, VII-5
Start of Construction Notification, VI-10
State Annual Wage Orders
instructions and requirements, VI-2
State Historic Preservation Office (SHPO)
Project Information Form, 1V-37

viii



Statement of Labor Compliance, VI-22
instructions, VI-21
Subcontractor Certification
regarding EEO, VI111-80
regarding labor standards and prevailing wage, VI111-82
regarding Section 3 and segregated facilities, VI111-81
Sureties, Dept. of Treasury’s List of Approved, VII-8, VIII-9

-T-
Title transfer (acquisition), IX-5

-U-
Uniform Relocation Act, 1X-1

V-

-W-

Wage Determinations
federal determinations, VI-2
requirements, VI-2
request for, V-9

Wage Rates, determining correctly, VI-30
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